
Page 45 of 87 
 

Annexure-III 

(Procedure for filling online Application) 

The process of filling online application for the examination consists of two parts: 

I. One Time Registration 
II. Filling of online Application for the Examination 

 

Part-I (One-Time Registration) 

1. Please read the instructions given in the Notice of Examination carefully before 
filling up the online 'One-time Registration Form' and ‘Application Form’.  
 

2. Aadhaar Based Authentication has been implemented for current 
Examination. All candidates have option to authenticate themselves using 
Aadhaar Number at the time of One Time Registration (OTR), while filling up 
the online application form for examination. Candidates who do not want to 
authenticate themselves through Aadhaar Based system are required to upload 
the prescribed documents for completing their One Time Registration (OTR). 
 

3. Before proceeding with One-Time Registration, keep the following information/ 
documents ready: 
(a) Mobile Number (to be verified through OTP) 
(b) Email ID (to be verified through OTP).  
(c) Aadhaar Number. If Aadhaar Number is not available, please give any one 

of the following Identity Numbers.  (You will be required to show the original 
document at a later stage): 
(i) Voter ID Card 
(ii) PAN 
(iii) Passport 
(iv) Driving License 
(v) School/ College ID 
(vi) Employer ID (Govt./ PSU/ Private) 

(d) Information about the Board, Roll Number and Year of Passing the 
Matriculation (10th) Examination. 

(e) Disability Certificate Number, if you are a person with benchmark disability. 
 

4. For One-Time Registration (OTR), click on ‘Login or Register Now’ button provided 
on https://ssc.gov.in. 
 

5. One-Time Registration process requires filling up of following information: 
(a) Personal details 
(b) Password Creation  
(c) Additional details  
(d) Declaration. 
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6. For filling up the ‘One-Time Registration Form’, please follow the following 
steps: 

(a) Few critical details/fields (e.g. Aadhaar Number, Name, Father’s Name, 
Mother’s Name, Date of Birth etc) are required to be entered twice, in the 
relevant columns of the Registration Form, for verification purpose and to 
avoid any mistakes. If there is mismatch between the original and the verify 
data fields, an indication will be given/displayed in red text.  

(b) S No-1: Provide the information about Aadhaar Number. If you don’t have 
Aadhaar Number you are required to upload the following documents:- 

(i) For Proof of Name viz. Voter ID Card, PAN Card, Driving License, 
Govt. Identity Card, Govt. Service Identity Card, Pension document. 

(ii) For Proof of Date of Birth viz. Birth Certificate, School Leaving 
Certificate, Certificate of Date of Birth issued by a gazette Officer. 

(iii)For Proof of Address viz. Voter Identity Card, Driving License, Bank 
Statement with attested photograph of the applicant, Rent Agreement, 
Income Tax Assessment Order. 

(iv) Photograph. 
(v) For Proof of Gender viz. Voter ID Card, Birth Certificate, School 

Leaving Certificate. 
(c) S No-2: Fill your name exactly as given in Matriculation (10th Class) 

Certificate.  
(d) S No-3: In case, any changes in your name have made after Matriculation 

(10th Class), indicate the same at S No-3a and 3b.  
(e) S No-4: Gender (Male/Female/Transgender).  
(f) S No-5: Fill your Date of Birth(DoB) exactly as given in Matriculation (10th 

Class) Certificate.  
(g) S No-6: Fill your Father’s name exactly as given in Matriculation (10th 

Class) Certificate  
(h) S No-7: Fill your Mother’s name exactly as given in Matriculation (10th 

Class) Certificate.  
(i) S No-8 to S No-10: Details of Matriculation (10th Class) Examination 

Details which include:  
(i) Name of Education Board 
(ii) Roll Number 
(iii) Year of passing  

(j) S No-11: Level of Educational Qualification (Highest).  
(k) S No-12: Your Mobile Number. This must be a functional mobile number 

as it will be verified through “One Time Password” (OTP). It may be noted 
that any information which the Staff Selection Commission/Concerned 
Authority may like to communicate with you, will be sent on this mobile 
number only. Your mobile number will also be used for retrieval of 
Password/Registration Number, if required.  

(l) S No-13: Your Email ID. This must be a working Email ID as it will be 
verified through OTP. It may also be noted that any information which the 
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Staff Selection Commission/concerned Authority may like to communicate 
with you, will be sent on this Email ID only. Your Email ID will also be used 
for retrieval of password/Registration Number, if required.  

(m) When the Personal Details provided at S No-1 to 13 are saved, you will be 
required to confirm your mobile number and email ID. On confirmation, 
your data will be saved and your Registration Number will be displayed on 
the screen. Your Registration Number and Password will be provided to you 
on your mobile number and Email ID.  

(n) You have to complete the Registration Process within 14 days failing which 
your Registration Details saved so far will be deleted.  

(o) Login using your Registration Number as username and auto generated 
password provided to you on your mobile and email.  

Password Creation 
(p) Change your password, when prompted on first login. 
(q) After successful password change, you need to login again using your 

Registration Number and changed password.  
(r) On successful login, information about the ‘Basic Details’ so far filled by you 

will be displayed. You may edit it, if required or proceed further by clicking 
on ‘Next’ button at the bottom to complete your One-Time-Registration and 
you will be required to fill up additional details as under: 

 
Additional details in Online Application Form  
(s)  S. No. 1: Provide information about your Category.  
(t)  S. No. 2: Provide information about your Nationality  
(u)  S. No. 3: Provide Contact Details if other than Indian National  
(v)  S. No. 4: Provide information about visible Identification Mark. You may be 

required to show the above Identification Mark at various stages of 
examination.  

(w) S. No. 5: Provide information about benchmark disabilities, if any. If you 
are suffering from any specific benchmark disability identified as suitable 
for government jobs, then provide Disability Certification Number.  

(x)  S. No.: 6 to 7: Provide information about your Permanent and Present 
Address. Save the data and proceed further to the last part of the 
Registration Process.  

(y)  Save the information provided. Take the print of draft Preview and review 
the information provided thoroughly, before “Final Submit”.  

(z) Upon clicking the “Final Submit” two different OTPs will be sent to your 
mobile number and Email ID. You need to enter one of the two OTPs at 
designated field to complete the Registration Process.  

(aa) Read the “Declaration” carefully and if you agree with the declaration, click 
“I Agree”.  

(bb) After submission of Basic Information, if the registration process is not 
completed within 14 days, your data will be deleted from the system. 
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7. You can not edit/ modify your One-time Registration data, you must be very 
cautious while filling up details in the One-time Registration. Wrong/ incorrect 
information may lead to cancellation of our candidature. However, if you want to 
modify any of One-time Registration details, the option to edit the existing One Time 
Registration form (OTR) would be permitted only till 30.06.2025. 
 
 

8. YOU ARE AGAIN CAUTIONED THAT NAME, FATHER’S NAME, MOTHER’S 
NAME, DATE OF BIRTH, MATRICULATION EXAMINATION DETAILS SHOULD 
BE FILLED EXACTLY AS RECORDED IN MATRICULATION CERTIFICATE. 
YOUR CANDIDATURE MAY GET CANCELLED IN CASE OF INCORRECT/ 
WRONG INFORMATION. 
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Annexure-IIIA 
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Annexure-IV 
Part-II (Online Application Form) 

1. Before proceeding with filling of online application, note/keep the following data ready: 

a. For applying, the candidate is not required to have a pre-existing photograph 
of himself/herself. The application module has been designed to capture a 
photograph of the candidate filling up the application form. For this purpose, 
the candidate has to stand/sit before the camera of the computer/mobile 
phone when prompted by the application module and follow the following 
instructions while capturing photographs :  

(i) Find a place with good light and plain background.  
(ii) Ensure the camera is at eye level before taking the photo.  
(iii) Position himself directly in front of the camera and look straight 

ahead. 
(iv) Ensure that his face is fully inside the red rectangular area 

delineated by the camera and that it is neither too close nor too far. 
It should cover the area fully and no part of the face should be 
outside the rectangle. 

(v) Candidates shouldn’t wear a cap, mask or glasses/spectacles while 
capturing the photo. 

Candidates, who are unable to capture their photo through a camera, are advised to use 
the QR code provided at S. No. 1 of Upload Documents for downloading the app for Android 
Mobile Phones from the Google Play Store to capture their photos through mobile devices. 
The photo should be without a cap, without spectacles and a frontal view of the face should 
be visible. Applications with photographs not in accordance with the instructions are liable 
to be rejected. 

b. Scanned signature in JPEG format (10 to 20 KB). Image dimension of the signature 
should be about 6.0 cm (width) x 2.0 cm (height). Applications with illegible/ 
blurred/miniature signature will be rejected. 

c. Details of qualifying educational qualification like passing year, roll number, 
percentage/ CGPA, name of university, etc.  

 
2.  Login to online system through your ‘Registration Number’ and password.  

3.  Click on ‘Apply’ in ‘Multi-Tasking (Non-Technical) Staff, and Havaldar (CBIC & CBN) 
Examination, 2025’ Section under ‘Live Exam’ tab.  

4.  Information in columns at S No-1 to S No 18 will be automatically filled from your One 
time Registration Data which is non-editable after 30.06.2025. However, if you want to modify 
any of One-time Registration details, the option to edit the existing One Time Registration form 
(OTR) would be permitted only till 30.06.2025. 

5.  S No-19: Please indicate highest educational qualification possessed by you.  

6.  S No-20: Please indicate details of “qualifying” educational qualification: S No. 20, 20.1, 
20.2 will be automatically populated. However, you have to fill in S No 20.3 to 20.7. 

7.  S No-21: If you are serving in Armed Forces or are an ex-serviceman, fill up the required 
information. Wards of servicemen/ ex-servicemen are not treated as ex-servicemen and therefore 
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they should select ‘No’. If you choose option ‘Yes’, then indicate your details at Sr. No. 21.1 to 
21.5. 

8.  S No-22: If you are seeking age relaxation, select appropriate age-relaxation code at Sr. 
No22.1.  

9.  S No-23: Please see Notice of Examination, Para No: 23 and fill up accordingly.  

10.  S No-24: Give your preference for Examination Centers. You may choose three examination 
Centers anywhere in country. Choice for all the three Centers must be given in the order of 
preference. Please see Para-13 of the Notice of Examination for more information.  

11.  S No-25: Select the medium for Computer Based Examination (CBE). The list of languages 
for the examination is given at para 14.2 of the Notice.  

12.  S No-26.1: Provide information on whether you are a person with benchmark disabilities 
(40% or more) in the category of Blindness (VH). This option will be available only to PwBD-Others 
candidates as per S No 8.1. Candidates opting “Yes” against S.No 26.1 will be eligible for Scribe/ 
compensatory time, however, such candidates will have to produce the Multiple Disability 
Certificate with at least 40% VH (B/ LV) disability at the time of examination. Please refer Para 
8.1 of the Notice of Examination.  

13.  S No-26.2: Provide information on whether you are a person with benchmark disabilities 
(40% or more) in the category of Both Arms Affected (BA) or Cerebral Palsy (CP). This option will 
be available only to PwBD-OH and PwBD-Other candidates as per S No 8.1. Candidates opting 
“Yes” against S. No 26.2 will be eligible for Scribe/ compensatory time; however, such candidates 
will have to produce the Disability Certificate with at least 40% BA or CP disability at the time of 
examination. Please refer Para 8.1 of the Notice of Examination.  

14.  S No-26.3: Indicate if you have physical limitation to write as per Para 8.2 or 8.3 of the 
Notice and scribe is required to write on your behalf. This option will not be applicable for those 
candidates who are either PwBD-VH candidates as per S No 8.1 or have opted “Yes” against S No 
26.1 or S No 26.2. This option will be available to all other PwBD and non-PwBD candidates. 
PwBD Candidates as per S No 8.2 opting “Yes‟ against S. No 26.3 will be eligible for Scribe/ 
compensatory time, however, such candidates will have to produce the certificate from competent 
authority as per format at Annexure-I of the Notice of Examination, at the time of Examination. 
Non-PwBD Candidates as per S No 8.3 (i.e. PwD below 40% disability) opting “Yes” against S No 
26.3 will be eligible for Scribe/ compensatory time; however, such candidates will have to produce 
the certificate from competent authority as per format at Annexure-IA to the Notice of 
Examination, at the time of Examination. Please go through Para-8.2 & 8.3 of the Notice of 
Examination for more information.  

15.  S No-26.4 to 26.6: If you are eligible for availing the facility of scribe as per Para-8 of the 
Notice of examination, provide information about the requirement of scribe. These options will be 
available only to candidates opting ”Yes” against either of S No 26.1 or 26.2 or 26.3.  

16. S No. 27: Please indicate your preference of State(s)/ UT(s)/CCA(s) in your preference order.  

17. Capture your Photograph following the instructions as specified at S. No-1(a) above. 
Applications with blurred photograph will be rejected.  
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18. Upload your signature as specified at S.No.-1(b) above. Applications with 
blurred/miniature signatures will be rejected.  

19. While seeing the Preview, you may kindly check all the details entered are correct and that 
instructions regarding photograph/ signature as mentioned above at various places in the Notice 
are duly followed and Verify the information provided by you.  

20. Complete your declaration by clicking on the “I agree” check box and filling up the captcha 
code.  

21. On verification of the correctness of your application data as visible in Preview, proceed with 
“Submit Application”.  

22. Proceed to make fee payment if you are not exempted from payment of fee.  

23. Fee can be paid online through BHIM UPI, Net Banking, by using Visa, Mastercard, Maestro 
or RuPay Debit cards.  

24. Refer to Para 11 of the Notice of Examination for further information on the payment of the 
fee.  

25. When the application is successfully submitted, it will be accepted provisionally. Candidates 
should take a printout of the application form for their own record.  
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Annexure IV A 
 
1. Personal Details: 
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2. Educational Details: 
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3. Additional Details I : 
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4. Additional Details II: 
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5. Upload Photo and Signature:  
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6. Preview Form 
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7. Declaration: 
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Annexure-V 

SPECIMENS OF THE PHOTOGRAPHS 

 
(A)  Allowed 

 
 

(B)  Not Allowed 

 
1 2 3 4 
 

 

 

   
Too Small Too much Extra Color Too Close Inverse Photo 

 
5 6 7 8 

 

With Goggles Blur Photographs Blur Photographs Blur Photographs 
 
 
 

9 10 11 12 

1 
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Too Dark Facing Sideways with Spectacles With Cap 

 

 

  


